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wpr g v AEB1GHIENT Ss1cuEn U . 25X1 SUILE L aBULE
1. Vital lecords |:| 2. Dregented another Vital spcords Work Shop on 2k

Detober to representatives of other Federdl
Agenciss at the Government-wide Racords Manage=
ment Seminar spongored by the National Archives

£ cﬁé‘/! v
be Approwed ihe revizion of 2 Vital records Da&&‘ Leden
m, ¥, DY, and Rm.".

ce Mnds a speclal survey with 21l Agency Records
offices o determine addit.onal stope neeced o
updats Frogran and Deposlis a8 regult of current
ene

25X1 rooncys A specisl repori on Vits)l Records
will e submitted shortly.
2, iecords Control Sehedules ae Staried developing a cords Control Schedule for
Snglnsering Divis end Ressarch and Da= 25X1
valopment TSD/ODe - -

b, Approval received for disposition of certain Con-
fidential Funds Records. Comptroller will revise
25X1 schedule aocordingly.

ce Approved revision of l, items in ORR gcheduls

-

3, Porms Managemsni 2, Completed 28 new forms for Offics of Security as

part of survey nade by [ _______/in Jilvl - o5x1
ihese resultal in the elimination of 48 "poots

lsg® forms.

be Prapared a sombined Requisition md Shipping
Document for Supply Division/OL which eliminates
the typing of over LD,000 separate shicying
documents pOT Y8ile

ce Developed s special envelope for (DY as & part of
their Headquarters Apsriure Cexd Service. e
envelore will hold 60 Punch Cardy ir 3
PR04022 PHR08058000009 73g9tecte (v
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Forms Hanasgssent
{continued)

survey of Paparwork
“rocess Madical Stact

levisew of Reyuests for

3scure Areas

Requests for Speocial
Filling Squipment

Jisposal Stendards for
Intalligence Materials
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Ak

Jalvaged an cbaolats for used by i and eonverted

it to use in the Office of Logistics, savings of
approximataly §1,000. jer year.

Developed common format for L O Clerdieal Repert
Forms.

Devaloped 36 lew Forms; revised 20 existing forms;
eliminated 1 office form.

Survey temporarily stonped on 15 ODetober due o
illnssse A number of tentative pro osals, however,
wore sulwitied for consideration.
invwlw policy determinations.

Processed 3 requisitions; 1 had no lecords Manage-
ment implications. Twe approved. 3ach will proe
vide substential azvings in equipment =nd space.

Reviewed and approved 10 reguisitions for HPICs
arranged for utilization of surplus equipment for
ong installations .

Approved Bhelf Fils Installation in axisting so-
cure area for RID; eliminates 13 Safes mnd §
Cabinets and provides sbout 306 more Iiling spaco.

Investigated Sutomatic Shelf File Equirment for
Central Cover/DDP,

Recelwd, aigned NSA Agreement.
Obtained concurrsnee from ACSI (Department of Army)

for destruction of W0 en, £t. of World War IT
Ammy Raports held in our Records Center for ¥R,

Soms of these

u‘?‘t
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25X1 A REDS I RERLIS
{e peration of Agency Leceived 95i cuble feet; destroyed 331 cubie feeis

3 W furnished 50,625 references; on hand 1 November
M / / 795482 cublic fsat.

visitors - 127. 7This significant incresse was dus

@%@/Lﬁl’?_\ primarily to the recent smergency.

S RTCIN X T e
Ao dda v kil e

¢. Several urgenl requests for Special lelivery of
Intelligence Materials were recsived; ons required
2 employees to come in on Satuxday, 27 Cetober. 25X 1

d. A proposal was deweloped with [ |for utilization
and Other Space to accomodate soveral 25X1
hundred people in the event of an All-Out Bmergency.
This will not require the Relocation of any equip-
ment and records in the Building.

3¢ Miscellaneous 25X1
3. Preparation of Records a. Preliminary draft eompleted and discussed with
Disposition Handbook geveral Records Cfficerse.
be UIraining a. Atlended Symposium on Office Information

Retrieval sponsored by National Archives aznd
Records Service, USA, October 22«26,

c. OCther 2« I attended the Luncheon Meating of Msnagoment

Analysis Conference Group and the regular monthly
meeting of Federal Records Officers.
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CENTRAL INTELLIGENCE AGENCY
OFFICIAL ROUTING SLIP

TO NAME AND ADDRESS DATE INITIALS
25X1 ! ‘ |
fh=2k,; leadgqErtery
2
3
4
5
6
ACTION DIRECT REPLY PREPARE REPLY
APPROVAL DISPATCH RECOMMENDATION
COMMENT FILE RETURN
CONCURRENCE { INFORMATION SIGNATURE
Remarks:
Bolbs

I will be glad to dlscuss eny of the
itens on the attached October Activity Report

if you wish.

ae- fw;&» - (Zﬂm,& féf{) o
0O romntel & Capgie F2 (1<)

FOLD HERE TO RETURN TO SENDER

25X1 __i_EB.QM'_N.A.M.LA.DDBEIF AND PHONE NO. DATE

Records Adainistration Officer/DDS [11/5/62
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OCTCuER 1962 Forms Activitdes
: o REV ISED AL
- 2 21,000 3 316,000 | 5 397,000
L Dw 1 505000 7 455,000 B 505,000
DS 33 18L,200 8 898,000 41 1,082,200
DCI (fnc. Compt.
16,Ceb.Sec. ,
otc) 0 - 2 6,000 2 6,000
TOTALS 3% 255,200 20 1,735,000 56 2,990,200
OBSOLETE FORMS 1 {Form Th3)
Agency fares ifnz
~rE forag 150C
TOTEL a0z
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